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Maine CareerCenter Customer 
Complaint Resolution Manual
The Maine CareerCenter system strives to assure that every customer’s needs are met and that customers 
are	satisfied	with	the	services	they	receive.	From	time	to	time,	customers	of	the	employment	services	
system	may	have	complaints	about	processes,	violations	of	employment	laws,	employer	practices,	
discrimination,	unsafe	working	conditions,	and	the	like.	This	manual is designed to help CareerCenter 
staff	respond	to	these	complaints	in	a	timely	and	efficient	manner.	Under	Federal	law,	it	is	our	duty	to	do	
so within certain time constraints .
The processes described in this manual are intended for use for all customer complaints regarding 
programs and services offered by CareerCenters. This includes offices of Service Providers who 
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•	 Provide CareerCenter managers and staff with an understanding of the formal complaint process for 
all programs operating within the CareerCenter .
•	 Define	joint	supervisor/managerial	responsibilities	for	processing	and	resolving	customer	complaints.

























for the management of the complaint system .  
 
If the complaint concerns an employee of the service provider or a program service provided by service 
provider staff, the BES manager will collaborate with the service provider manager on resolving or 
referring the complaint.  
 
All	complaints,	regardless	of	the	staff	employer,	should	be	recorded	on	the	Log	Sheet	and	have	an	




include the prominent display of a complaint system poster (“If You Have a Complaint…”) in each 
local	office,	satellite	or	district	office.
6 . CareerCenter-related	complaints	may	be	filed	in	any	CareerCenter	office	or	with	the	BES	






The local WIA service provider manager will attempt to resolve WIA Title I related complaints . Any 
WIA	Title	I	related	complaints	unresolved	by	the	local	WIA	service	provider	management	must	be	
referred to the Local Workforce Investment Board (LWIB) Executive Director for final local level 
resolution.	If	the	complaint	remains	unresolved,	the	complaint	will	be	referred	by	the	Executive	
Director to the State Complaint Resolution Administrator .
7 . There	shall	be	an	appropriate	official	available	during	regular	office	hours	to	take	complaints	in	
each local office .
8 . If	a	CareerCenter	official	receives	a	complaint	in	any	form	which	is	signed	by	the	complainant	
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a . The local office official shall send a confirming letter to this effect to the complainant (See sample  
 in Appendix C – Notification of Complaint Referral) .  
 
b.	 If	the	complainant	has	not	provided	sufficient	information	to	investigate	the	matter	expeditiously,		
 the local office official shall request additional information from the complainant .
9 . Within	five	days	of	the	end	of	each	quarter,	the	local	office	Manager	will	submit	the	Log	Sheet	
for the previous quarter and each corresponding complaint referral form ETA 8429+ to the State 
Complaint	Resolution	Administrator	at	the	BES	administrative	office,	for	submission	to	the	U.S.	DOL	
Regional office . 
10. Reporting Schedule
First Quarter July	–	September Report	due	October	5
Second Quarter October	–	December Report due January 5
Third Quarter January – March Report due April 5
Fourth Quarter April – June Report	due	by	July	5
11. Record retention   
Records	regarding	complaints	and	actions	taken	on	the	complaints	must	be	maintained	for	a	period	
of not less than three years from the date of resolution of the complaint .  
Source: 29 CFR 37.39
12. Equal Opportunity 
During	each	presentation	to	orient	new	participants,	new	employees,	and/or	the	general	public	to	
its	WIA	Title	I	–	financially	assisted	programs	or	activity,	the	CareerCenter	or	WIA	service	provider	
must include a discussion of rights under the nondiscrimination and equal opportunity provisions of 
WIA and the right to file a complaint of discrimination with the Equal Opportunity Officer . (See list of 
EO Officials in the Master Personnel List in Appendix A) 
Source: 29 CFR 37.36







•	 The completed ETA 8429 
•	 All	hand-written	notes	of	conversations	or	phone	calls	about	the	complaint.
If	the	complaint	was	referred	to	the	State	level	or	to	another		agency:
•	 Documentation of where the complaint was referred .
•	 Program	information.	For	instance,	if	a	TAA		or	WIA	request	was	denied,	include	a	copy	of	that	
decision document .
•	 Any other information or documentation relevant to the complaint .
4 . Files	are	to	be	kept	for	three	years	from	the	date	of	last	activity.
5 . These	are	confidential	records	and	should	be	kept	secured.
NOTE:  For each complaint listed on the Log Sheet, there should be corresponding documentation of 
the complaint and its resolution/referral.
A copy of the contents of the folder should be included with the quarterly Log Sheet sent to the State 
Complaint Resolution Administrator. 
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 State Complaint Administrator
 UI/TANF/OSHA
 Wage & Hour, USDOL (H-2A)
 Bureau of Labor Standards
 DBVI/DVR
 EO State Office (discrimination)
 State Monitor Advocate (MSFW)
Other
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Completion of  the Quarterly Log Sheet
The Quarterly Log represents the aggregate history of complaints filed during the reporting period . 
Each	individual	complaint	documented	on	an	ETS	Form	8429	must	be	recorded	on	the	log	sheet	
(including those resolved locally) . 
The	log	sheet	has	mandatory	data	fields	that	must	be	completed.	All	text	entries	must	be	printed	in	a	
completely	legible	manner.	An	example	copy	of	a	correctly	completed	Quarterly	Log	is	available	for	
reference on page 11 of this manual . It is recommended that immediately upon completion of the ETA 
Form	8429,	the	complaint	information	be	entered	on	the	quarterly	log	sheet.
Note:	Some	unresolved	complaints	may	carry	over	to	the	next	quarter	and	need	to	be	accounted	for	in	
the next report period . This is particularly true for complaints received near the end of the reporting 
period.	Individual	unresolved	cases	should	be	carried	over	to	the	new	report	period.







•	 Q3 = January 1 – March 31
•	 Q4 = April 1 – June 30








options and refer to the sample of the completed log sheet on page 11) .
Date Filed
This	is	the	date	the	complaint	was	received	and	is	same	as	the	date	entered	on	form	ETS	Form	8429,	top	









Staff Person Taking Complaint
Enter	the	name	of	the	person	taking	the	complaint	on	behalf	of	the	complainant.
Documentation of local complaint resolution
Provide	documentation	in	the	individual	case	file	(notes,	letter	to	complainant)	of	the	resolution	reached,	
date	resolved,	and	date	complainant	was	notified.	
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Sample of  Completed Log Sheet
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Types of  Complaints
Complaint Type Conditions
CareerCenter-Related
MSFW or H-2A Worker •	 Complaints	by	MSFW	or	H-2A	workers	regarding	CareerCenter	services
•	 Alleged incident occurred less than one year ago
Employer •	 By	applicant	who	was	referred	to	the	job	by	MDOL
•	 Alleged incident occurred less than one year ago
•	 Involving	alleged	violations	of	the	terms	and	conditions	of	the	job	order	or	
alleged violations of employment-related law
CareerCenter •	 About	CareerCenter	staff	actions	or	omissions	under	program	regulations
•	 Complaints	by	veterans	involving	Priority	of	Service
•	 Alleged incident occurred less than one year ago
Program Decision •	 Involving	Wagner-Peyser,	employment	services,	or	CareerCenter	program	
decisions .
•	 Alleged incident occurred less than one year ago
Non-CareerCenter-related




All Others •	 Complaint filed more than 12 months after the alleged incident . 













•	 Complaints from another agency . 
•	 Complaints from other states . 
•	 Complaints	received	directly	by	the	State	office.
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How to Handle Complaints Locally
Type of Complaint
Steps to Handling Complaints Locally


























































































































































































Against an employer 
(when	job	referral	was	
by	MDOL)
x x x x x 15 x x x
Action	or	omission	by	
local staff
x x x x x 15 x x x
Program decisions x x x x x 15 x x x
TAA x x x x x 15 TAA Coordinator x
CSSP x x x 15 CSSP Program Manager
Veterans Services x x x x x 15 x x x
MSFW x x x x x 5 State Monitor Advocate x x x
H-2A x x x x x 5 Foreign	Labor	Certification x x x
WIA (Title I) 





Laws or regulations x x x x x x x x
Complaint more than 12 
months old
x x x x x x x x
Against an employer 
(when	job	referral	was	
NOT	by	MDOL)
x x x x x x x x
From another state or 
agency
x x x x x
Against more than one 
CareerCenter location
x x x x x
Discrimination x Local	EO	Officer x
Maine CareerCenter Customer Complaint Resolution Manual • September 2013 14
Type of Complaint
Steps to Handling Complaints Locally
































































































































































































x x x x
MDOL	Disablity	
Coordinator	(Office	of	the	
Commissioner) or Maine 
Human Rights Commission
x x







TANF x x DHHS x x
MSFW law x x State Monitor Advocate x x
H-2A law x x Foreign	Labor	Certification x x
DVR
x x
Division of Vocational 
Rehabiliation
x x
Housing x x x Bureau	of	Labor	Standards x x
Family Leave Law x x x Bureau	of	Labor	Standards x x










Whistle	blower	issues x x x Bureau	of	Labor	Standards x x
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Type of Complaint
Steps to Handling Complaints at State Level
Person who 
handles


































































































































































































































Non-MSFW x x 30 x x x x
MSFW x x 20 x x
WIA-related x x 60 x x x x
Non-CareerCenter-Related
Non-MSFW x x 30 U.S.	DOL	Region	1	ETA x x
MSFW x x 20 OSHA	or	U.S.	DOL x x












with Civil Rights Center 
U.S.	DOL
x** x
Employer found to have 
violated employment 
law (referred to 
enforcement agency)
x x x x x
Employer found to have 
violated employment 
law (NOT referred to 
enforcement agency)
x x 20 x x x x
Against MDOL x x 20 x Administrative Hearings x
**Complainant my appeal State decision to CRC .
How to Handle Complaints at State Level





































































8.  Address  of  Referral  Agency  (No.,  St.,  City,  State,  ZIP  Code  and 
Telephone No.) 
(  )  ­ 
9.  Comments (If additional space is needed, use separate sheet of paper) Provide OSCC Services?  Yes  No If “No”, explain. 
10a.  Name and Title of Person Receiving Complaint  11.  Office Address (No., St., City, State, ZIP Code) 
b.  Phone No. 
(  )  ­ 





instructions,  search  existing  data  sources,  gather  and maintain  the  data  needed,  and  complete  and  review  the  collection  of  information.    Send  comments 
regarding this burden estimate or any other aspect of this collection, including suggestions for reducing this burden, to the U.S. Department of Labor, Migrant 
and Seasonal Farmworker Program, Room S4209, 200 Constitution Avenue, NW, Washington, DC 20210.
[Sample form only. Find usable form in Appendix B]
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Completion of  ETA Form 8429
“For OSCC Use Only” section (at top of form)
The CareerCenter Manager, or their designee, is required to complete this section. This information 
should correspond to the information entered on the Quarterly Log.
Part I (Complainant’s Information)
1. Lines 1 – 7  
This	section	should	be	filled	out	either	by	the	complainant	or	the	staff	person	receiving	the	complaint.	








statement to the end of the page .







additional sheet used for line 8 (Description of Complaint) .
Part II (For OSCC Use Only)
1. The CareerCenter Manager, or their designee, is required to complete lines 1 through 5. This 
information should correspond to the information entered on the Quarterly Log.
2. Lines 7 through 9 should be completely if the complaint cannot be handled locally.
3. The person taking the complaint must sign and complete lines 10 through 12 of this form.
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Complaint Resolution
A CareerCenter-related complaint is considered resolved when any of the following occurs:




•	 The complaint exhausts the final level of review .
•	 A	final	determination	has	been	made	by	the	enforcement	agency	to	which	the	complaint	was	
referred .
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Specific CareerCenter-Related  
Programs and Services
Certain CareerCenter-related programs and services have complaint processes that differ from the 
standard CareerCenter customer complaint resolution process. This section contains background 
information and supportive documents for the following programs and services:
•	 Priority	of	Service	for	Veterans	and	Eligible	Spouses
•	 Migrant and Seasonal Farmworkers (MSFW)
•	 H-2A Programs
•	 Trade Adjustment Assistance (TAA)
•	 Competitive Skills Scholarship Program (CSSP)
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Veterans Services





spouse receives access to the service instead of others .
A	veteran	or	eligible	spouse	should	identify	himself/herself	as	such	when	inquiring	about	any	Department	
of	Labor	program.	By	doing	so,	they	will	be	able	to	take	full	advantage	of	this	priority.
A Veteran is defined as: 
A	person	who	served	at	least	180	days	in	the	active	military,	and	who	was	discharged	or	released	
under	conditions	other	than	dishonorable,	as	specified	in	38	U.S.C.	101(2).	Active	service	includes	full-














Department of Veterans Affairs .
Complaints by a veteran or eligible spouse alleging violations of the priority of service provisions 
should be filed with their local CareerCenter representative.
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and Training Service (VETS) . VETS provides assistance to those persons experiencing service connected 
problems	with	their	civilian	employment	and	provides	information	about	the	Act	to	employers.
Contact	information	for	VETS	can	be	found	in	the	Federal	Agencies	section	of	Appendix	A.
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H-2A Programs
















a crop or for a limited time period of less than one year when an employer can show that the need for 
the foreign workers is truly temporary .
Note: Foreign workers employed under the H-2A Programs are not covered under the Migrant and 










and employer requirements with respect to wages and working conditions that do not apply to 
nonagricultural	programs.	The	department’s	Wage	and	Hour	Division	has	responsibility	for	enforcing	





those offered to H-2A workers .






















H-2A workers and U.S. workers hired under the job order may file complaints about non-compliance 
with H-2A labor standards with:
Foreign	Labor	Certification 
Maine	Dept.	of	Labor 
55 State House Station 
Augusta,	ME	04333-0055 
207-623-7981
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Migrant and Seasonal Farmworkers
Migrant and Seasonal Farmworkers (MSFWs) are defined as:
Seasonal Farm Worker Works 25 or more days in farm work
50% or more of annual earnings are from farm work
Migrant Farm Worker Works 25 or more days in farm work
50% or more of annual earnings are from farm work
Has	job-related	travel
Unable	to	return	home	the	same	day
Migrant Food Processing Worker Works 25 or more days in food processing work
50% or more of annual earnings from farm work
Has	job-related	travel
Unable	to	return	home	the	same	day





Complaints from Migrant and Seasonal Farmworkers
Complaints	alleging	violations	of	employment-related	laws	are	enforced	by	the Wage and Hour 
Division, U.S. DOL or OSHA	and	shall	be	taken	in	writing	by	the	CareerCenter	and	referred	to	Wage	
and Hour Division or OSHA .  
Source: 658.414 and 658.422
Wage and Hour Division-related violations are 
those	dealing	with	wages,	hours	worked,	Migrant	
and	Seasonal	Agricultural	Worker	Protection	Act,	
and temporary foreign farm workers .
OSHA violations are those related to on-the-job 
safety. 
U.S.	Department	of	Labor 











Advocate for resolution and recorded on the Log Sheet .
The	State	Monitor	Advocate’s	responsibility	is	to	ensure	that	all	legal	protections	are	afforded	to	farm	
workers and that their complaints are promptly resolved .














provided at 20 CFR 653 .503 (field checks of H-2A orders) or 20 CFR 658 .400 (complaints as 
referred	to	in	this	manual),	the	employee	shall	document	the	suspected	violation	and	refer	this	
information to the local office manager .
2 . If	the	employer	has	filed	a	job	order	with	Maine’s	Job	Bank	within	the	past	12	months,	the	local	







Resolution Administrator or the MSFW State Monitor Advocate who will forward it to the appropriate 
enforcement agency in writing .






Monitor Advocate with questions .
Apparent or Field Check Violation
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Apparent or Field Check Violation Form [Sample form only. Find usable form in Appendix B]
 
APPARENT or FIELD CHECK VIOLATION 
FORM 
Apparent violation is an allegation made by a department employee who observes, has reason to believe, or is in receipt of information regarding a 
suspected violation of employment related laws, or Employment Service (ES) regulations by an employer only involving a migrant seasonal farm 
worker.
Field check violation is the observation, or receipt of information, or otherwise a reason to believe by a department employee that conditions are not as 
stated in the job order, or that an employer is violating an employment related law arising from a field check at an agricultural work site.  
In addition to the employer’s name, address and phone number, to the extent possible, please include addresses and phone numbers of any persons involved in or able to 
corroborate the information alleged in the apparent violation.  
A. Employer:      
B. Employer’s Address and Telephone Number (include e-mail address, if available):
C. Source of Information (customer, outreach, consultant observation, telephone call, field check, etc):  
D. Indicate what happened &/or describe the situation:       
E. Identify and attach all documentation and related materials:
VIOLATION
1. a. Does this employer have a current listing with Maine 
Department of Labor?                                                                   N0   YES 
b. Has this employer had a listing with Maine Department of 
Labor within the last 12 months?                                                   N0   YES 
c. Does the current situation suggest violations of the job listing?   
d. Does the current situation suggest violations of Employment 
Service regulations?                                                                      
e. Does the current situation suggest violations of employment 
related laws?
N0   YES 
N0   YES 
N0   YES 
2. If 1.a.  is NO check the Non ES related box 
If 1.a. or, 1.b. and 1.c.  are BOTH YES, check the ES- Related 
box
NO – Non ES-Related         YES – ES-Related
3. Does the violation involve a Migrant Seasonal Farm Worker 
(MSFW)?                Non-MSFW                             MSFW  
4. Indicate all the issues involved and/or alleged: 
  Wages-    Field Sanitation-   Health/Safety-   Child Labor-  Migrant Seasonal Protection Act-   State FLC license-    Other - :
Date Received: ______________________________
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2
5. Does the complaint involve Temporary Labor Certification, Agricultural (H2A) or other workers? Indicate which:
           H2A Worker            H2A Employer           ________Other  Worker            _______Other Employer  
  If H2A related, please indicate all of the issues involved and/or alleged:   
  Transportation-      Housing-      Wages-     H2A Job Listing Assurances-     Meals-    Working Conditions-    Other-
NOTE: Apparent or field check violations alleging unlawful discrimination are to be forwarded immediately to the State Equal Opportunity Officer (c/o Labor 
Complaint Specialist). 
E. Was the apparent violation or field check violation resolved by the local office?     N0   YES 
Indicate actions taken at local office- include a summary of actions taken, attempts to resolve the violation and comments or 
recommendations that may assist in the investigation and contribute to the agency determination of the apparent violation or field check 
violation:
Referral made to: 
State Wage 
and Hour 
 State Monitor 
Advocate 
  State EO Officer  Federal Wage & Hour  OSHA  Federal ETA 
Anne L. Harriman, Director 
Wage and Hour Division 
Maine Department of Labor 
45 State House Station 
Augusta, Maine 04333 
207-623-7926 
Juan Perez-Febles 
Bureau of Employment Services 
Maine Department of Labor 
55 State House Station 
Augusta, ME 04333-0055 




108 State House Station 




Urgent Note: If Migrant Seasonal 
Farmworkers are involved and the complaint 
involves laws enforced by Federal Wage & 
Hour, such as farm labor contractor, field 
sanitation, housing or transportation laws, 
immediately refer all documentation by fax or
electronic copy with transmittal or e-mail 
cover to the Federal Wage & Hour office in: 
George Rioux  
Manchester Area Office
US Dept. of Labor 
Wage & Hour Division 
1750 Elm Street, Suite 111 




William J. Coffin 
Augusta Area Director 
Occupational Safety & 
Health Administration 
John F. Kennedy Federal 
Building, Room E340 
Boston, MA 02203 
617-565-9860 
George Kincannon  
Regional Monitor Advocate 
JFK Federal Building 
Room E-350 
Boston, MA 02203 
Tel: 617-788-0135 
Fax: 617-788-0125 
Name and Title of Maine Department of Labor  Employee: 
      
Local Office and Phone Number: 
      
Signature Date Signed: 
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Trade Adjustment Assistance






final agency action .
1 . If	the	individual	appeals	a	decision,	the	BES	CareerCenter	Manager	shall	forward	the	notice	of	
appeal and all other documentation regarding the decision to the TAA Coordinator at BES . The TAA 





Division of Administrative Hearings .
2 . The	individual	and	all	parties	shall	be	notified	in	writing	of	the	date	and	time	of	hearing,	which	may	
be	conducted	by	telephone.	A	hearing	shall	be	conducted	before	an	Administrative	Hearing	Officer,	




















Administrative Procedure Act .
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Competitive Skills Scholarship Program
Appeal to CSSP Program Manager  
An	applicant	or	participant	who	is	dissatisfied	with	a	CareerCenter’s	decision	related	to	the	eligibility	for	
or the provision of CSSP services has the right to file a written appeal with the CSSP Program Manager 
within	30	days	of	the	decision.	This	written	appeal	may	take	any	form,	such	as	a	signed	letter,	email	or	
fax . If the customer files a written appeal within 10 days of a decision to terminate the participant from 
the program or terminate or reduce assistance provided for in a currently effective Individual Service 
Strategy,	then	the	decision	will	not	be	implemented	pending	the	outcome	of	the	administrative	appeal	
process . The CSSP Program Manager will issue a written decision within 15 days of the filing of the 
appeal.	The	decision	may	reflect	an	agreed	resolution	to	the	appeal	or,	if	no	agreed	resolution	was	
reached,	it	will	reflect	the	CSSP	Program	Manager’s	decision.	




15 additional days if the individual can show good cause for failing to appeal within the initial 30-day 
period.	Upon	receiving	a	request	for	a	hearing,	the	Program	Manager	shall	forward	it,	together	with	a	
copy	of	the	decision	being	appealed,	to	the	hearing	authority	designated	by	the	Department.	









CareerCenter staff shall assist customers who express a desire to file an appeal or hearing request with 
the process . 
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Referred Complaints
Some complaints must be referred immediately to other agencies. This section contains background 
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Department of  Labor Personnel
State of Maine, Department of Labor Policy No. 008  
Source: PL 2003, Chapter 230 
Purpose
A	relationship	of	trust	and	confidence	between	employees	of	the	Maine	Department	of	Labor	and	the	
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•	 Each complaint and corresponding investigation is documented . 












Office of the Commissioner 
Maine	Department	of	Labor 
54 Statehouse Station 
Augusta,	ME	04333-0054 
207-621-5095
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Discrimination














Local Level:	 	 EO	Official	(See	Master	Personnel	List	in	Appendix	A) 
   or 
	 	 	 Maine	Department	of	Labor	EO	Coordinator	and/or	MHRC
National Level:	 U.S.	DOL	Civil	Rights	Center	 	 	  
	 	 	 Director,	Room	N4123	 	 	  
   200 Constitution Avenue NW 
	 	 	 Washington,	DC		20210
The	recipient	of	a	complaint,	which	may	in	this	instance	mean	the	local	EO	Officer,	MDOL	EO	



























•	 Basis of complaint
•	 Detailed description of allegation(s)
•	 Dates of alleged events of discrimination
•	 Representative	and	entity	or	program	against	which	complaint	is	being	filed	(respondent)
•	 Address or town location or entity or program















NOTE: If an employee of the State of Maine committed the alleged discriminatory act, the 
MDOL EO Coordinator must be contacted immediately. In those instances, the Complaints 
and Investigations Article of the Collective Bargaining Agreements will be followed.
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7 . The choice to use Alternative Dispute Resolution (ADR) or investigation rests with the complainant . If 
the	choice	is	ADR,	the	MDOL	EO	Coordinator	will	contact	the	Director,	Office	of	Human	Resources,	























or retaliation is against the law .
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Complaint investigation or fact-finding may include the following elements:
•	 Holding an interview with complainant to gather facts
•	 Collecting any evidence the complainant may have to support allegations
•	 Interviewing	the	respondent,	obtaining	a	signed	position	statement,	and	any	evidence	supporting	the	










It should be noted that the MDOL EO Coordinator is available for technical assistance at any time to the 










Maine Human Rights Commission
EO	Representatives	will	inform	all	complainants	of	their	right	to	file	with	the	Maine	Human	Rights	
Commission	in	addition	to	the	above	procedure.	
Maine Human Rights Commission 
51 State House Station 
Augusta,	ME	04333-0051 
207-624-6050




The complaint procedures outlined here are effective immediately. Equal opportunity Officers are to 
become familiar with these procedures and to share this information with directors, managers, and 
supervisors within his/her jurisdiction.
Source:  29 CFR Part 31; 29 CFR Part 37
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Americans with Disabilities Act














or the CareerCenter Manager (or designee) should fill out ETA Form 8429 . Once the complaint is 
logged,	a	copy	of	the	form	must	be	sent	to	the	Department	of	Labor’s	Accessibility	Coordinator.	The	
complainant may also take the issue to the Maine Human Rights Commission . 
Accessibility Coordinator
Office of the Commissioner
Maine Department of Labor
54 State House Station 
Augusta,	ME	04333-0054	
Or 
Maine Human Rights Commission
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Wage and Hour Division
Referrals to the Wage and Hour Division, Bureau of Labor Standards (BLS)
The Wage and Hour Division of BLS investigates and interprets the following complaints:
•	 Severance pay in plant closings
•	 Complaints	about	
•	 rest	breaks
•	 time off to deal with domestic violence at home
•	 wage issues related to plant closures
•	 overtime and minimum wages
•	 timely payment of wages
•	 Family Leave Law
•	 unfair	agreements	(illegal	wage	deductions	or	paybacks)





•	 housing complaints (ask for BLS Housing Inspectors)
BLS does not have legal authority over:
•	 fringe	benefits	(except	payment	of	earned	vacation	upon	termination	of	employment)
•	 working	conditions	(schedules,	dress	codes,	types	of	work	performed,	part-time	or	full-time	status)
•	 hiring or firing practices
•	 discharge	notices,	warning,	disciplinary	actions
•	 minimum/maximum	hours	per	day	or	week	(except	for	minors	under	18)
•	 union or other contract agreements
Maine is an “at will” state, which means that employees can legally be hired or fired at 
the employer’s discretion, provided there is no illegal discrimination, contract or collective 
bargaining agreement involved. If a customer feels there is discrimination, the process for filing a 
discrimination complaint should be followed.
 
Bureau of Labor Standards 
Maine	Department	of	Labor 
45 State House Station 
Augusta,	ME	04333-0045 
207-623-7900
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Division of  Vocational Rehabilitation
























them reach a mutually satisfactory resolution of their dispute .




The Division of Administrative Hearings will commence a mediation meeting within 15 calendar days of 
receipt	of	the	request	and	shall	be	held	in	a	location	that	is	convenient	to	the	parties	in	the	dispute.
Mediation	will	be	conducted	in	accordance	with	the	Court	Alternative	Dispute	Resolution	Service’s	




confidentiality standards . 
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The	individual	may	be	represented	at	the	mediation,	including	but	not	limited	to,	representation	by	the	




an impartial hearing officer .
The individual must request a Due Process Hearing within 30 calendar days of the agency notice 
regarding the provision or denial of service if Mediation was not requested .
If	no	request	for	Due	Process	Hearing	is	made	within	30	calendar	days,	the	agency	decision	is	













•	 withdraws the request in writing or
•	 is	adjudged	by	the	Due	Process	Hearing	officer	to	be	in	default	for	failure	to	appear	at	the	hearing	
without good cause .
The	Due	Process	Hearing	shall	be	conducted	and	a	recommended	decision	shall	be	issued	in	accordance	
with	Maine’s	Administrative	Procedures	Act,	5	M.R.S.A.	Chapter	375,	subchapter	IV.
















Federal Regulations or State Policy .
The	Due	Process	Hearing	decision	shall	be	considered	final	by	the	agency	pending	the	outcome	of	
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Division of  the Blind and Visually Impaired

















individual may request mediation or due process hearing immediately without having to participate in 
the informal process .
















the mediator may elect to terminate the mediation .
Any	agreement	reached	in	the	mediation	process	shall	be	set	forth	in	a	written	mediation	agreement	and	
shall	be	signed	by	both	parties.












The individual must request due process hearing within thirty (30) calendar days of the agency notice 











The DBVI VR program may not deny or dismiss a request for due process hearing unless the individual or 
his/her	representative:





accordance with The Maine Administrative Procedure Act .
The due process hearing officer shall issue a written decision containing findings and grounds for the 
decision	within	30	days	of	the	completion	of	the	hearing.	The	hearing	officer’s	decision	becomes	final	
unless one of the parties requests a Judicial Review .
Judicial Review
Any party who disagrees with the decision resulting from the due process hearing has the right to file a 
petition in Superior Court under Rule 80C of the Maine Rules of Civil Procedure .
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State Complaint System 
Administration
The purpose of this section is to make transparent to the CareerCenters and customers how 
complaints are handled at the State level. The source of the regulations is cited.
•	 State Complaint Resolution Administrator
•	 Hearings
•	 Discontinuation of Services
Maine CareerCenter Customer Complaint Resolution Manual • September 2013 46
State Complaint Resolution Administrator
The State Complaint Resolution Administrator has overall responsibility for the operation of the 
CareerCenter complaint resolution system. 
Responsibilities
The	Maine	Department	of	Labor	ensures	that	centralized	control	procedures	are	established	for	the	
handling of complaints and files relating to the handling of complaints . The State Complaint Resolution 
Administrator	shall	ensure	that	a	central	complaint	log	is	maintained,	listing	all	complaints	received.













CareerCenter and complainant with the status of the complaint .
Documentation
For	each	complaint	that	comes	directly	to	the	State,	there	needs	to	be	a	completed	and	signed	ETA	
Form 8429 and copies of all relevant documentation of conversations and phone calls related to the 
complaint .
Within	two	months	after	the	end	of	each	calendar	quarter,	the	State	Complaint	Resolution	Administrator	
shall transmit copies of all local and State office complaint logs received for that quarter to the Regional 
U.S.	DOL	Administrator.
Migrant and Seasonal Farmworker Complaints
State	agencies	shall	ensure	that	any	action	taken	by	the	responsible	official,	including	referral,	on	a	
CareerCenter-related or non-CareerCenter-related complaint from an MSFW alleging a violation of 
employment	related	laws	enforced	by	USDOL	Wage	&	Hour	Division	or	OSHA	is	fully	documented	in	a	
file	at	the	State	Department	of	Labor,	containing	all	relevant	information,	including:
•	 a copy of the original ETA 8429 complaint form
•	 a copy of any CareerCenter reports
•	 any related correspondence
•	 a list of actions taken
•	 a record of related telephone calls
Maine CareerCenter Customer Complaint Resolution Manual • September 2013 47
The State Complaint Resolution Administrator must provide a quarterly summary complaint report to the 












The handling of all other CareerCenter-related complaints and all non-CareerCenter-related complaints 
received	by	the	State	office	shall	be	assigned	to	the	appropriate	State	agency	official.
Hearings and Discontinuation of Services
The	State	Complaint	Administrator	is	responsible	for	initiating	the	process	for	Hearings	and	
Discontinuation of Services .
Source: 20 CFR 658.410
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Hearings
An opportunity to request a hearing may be offered in the following instances:
•	 when	a	complaint	is	WIA-related,	has	not	been	resolved	by	the	local	office,	has	been	referred	to	the	
State	Complaint	Resolution	Administrator,	and	has	not	been	resolved	within	60	days
•	 any complaint that results in a written determination at the State level
•	 when	an	investigation	of	a	complaint	against	an	employer	has	found	the	employer	not	to	be	in	
violation of State or Federal regulations
•	 when a complaint is against the State agency (MDOL)
Upon a written request for a hearing, the following procedures will be followed:
Source: 20 CFR 658.416(6) and 20 CFR 658.417 
If	the	State	office,	within	20	working	days	from	the	certified	date	of	receipt	of	the	notification,	has	not	
referred the complaint to a local office or an enforcement agency and has issued a determination to  
resolve	the	complaint,	and	receives	a	written	request	for	a	hearing	in	response	thereto,	the	State	office	





•	 The parties may cross-examine opposing witnesses at the hearing .
•	 The	decision	on	the	complaint	will	be	based	on	the	evidence	presented	at	the	hearing.







2 . The State hearing official may decide to conduct hearings on more than one complaint concurrently 
if	he/she	determines	that	the	issues	are	related	or	that	the	complaints	will	be	handled	more	
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4 . In	conducting	a	hearing,	the	State	hearing	official	shall:
•	 Regulate the course of the hearing .
•	 Issue	subpoenas,	if	empowered	to	do	so	under	State	law,	if	necessary.
•	  Assure that all relevant issues are considered .
•	  Rule on the introduction of evidence and testimony .



































from their distant locations .
•	 Where	the	State	agency	does	not	have	the	facilities	to	conduct	hearings	by	telephone	pursuant	
to	the	above	two	paragraphs	of	this	section,	the	State	agencies	in	the	States	where	the	parties	
are located shall take evidence and hold the hearing in the same manner as used for appealed 
interstate	unemployment	claims	in	those	States,	to	the	extent	that	such	procedures	are	consistent	
with Sec . 658 .416 .
Source:  20 CFR 658.418






avoiding a hearing .
•	 	Render	such	other	rulings	as	are	appropriate	to	the	issues	in	question.	However,	the	State	hearing	
official shall not have jurisdiction to consider the validity or constitutionality of CareerCenter 
regulations or of the Federal statutes under which they are promulgated .
2 . Based	on	the	entire	record,	including	the	investigations	and	determinations	of	the	local	and	State	
offices	and	any	evidence	provided	at	the	hearing,	the	State	hearing	official	shall	prepare	a	










the address of the Regional Administrator .
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Discontinuation of  Services to Employers
Basis for Discontinuation of Services:  Federal Regulations 20 CFR 416 and 417; 20 CFR 655.210; 20 CFR 658.501 to 503.










5 . Are found to have violated JS regulations pursuant to Sec . 658 .416(d)(4) .
6 . Refuse to accept qualified workers referred through the clearance system .
7 . Refuse to cooperate in the conduct of field checks conducted pursuant to Sec . 653 .503 .
8 . Repeatedly cause the initiation of the procedures for discontinuation of services pursuant to 
paragraphs (1) through (6) of this section .








Maine CareerCenter Customer Complaint Resolution Manual • September 2013 52
Notification to Employers





















all	necessary	assurances	that	the	job	offered	is	in	compliance	with		 	 	 	
employment-related	laws,	or










•	 provides adequate assurance that specifications on future orders will accurately represent the 
terms	and	conditions	of	employment	and	that	there	will	be	full	compliance	with	all	job	order	
assurances,	or
•	 requests a hearing from the State agency pursuant to Sec . 658 .417 .


































•	 requests a hearing from the State agency pursuant to Sec . 658 .417 .
If	the	employer	chooses	to	respond	pursuant	to	this	section	by	providing	documentary	evidence	or	
assurances,	he/she	must	at	the	same	time	request	a	hearing	if	such	hearing	is	desired	in	the	event	that		
the State agency does not accept the documentary evidence or assurances as adequate .




agency shall follow procedures set forth at  Sec . 658 .417 and notify the complainant whenever the 
discontinuation	of	services	is	based	on	a	complaint	pursuant	to	Sec.	658.501	(a)	(5).	




















20 working days .
If	the	employer	makes	a	timely	request	for	a	hearing,	the	State	agency		shall	follow	the	procedures	set	
forth at Sec . 658 .417 .
The	State	agency	shall	reinstate	services	to	an	employer	if	ordered	to	do	so	by	a	State	hearing	officer,	
Regional	Administrator,	or	Federal	Administrative	Law	Judge	as	a	result	of	a	hearing	offered	pursuant	to	
paragraph (c) of this section .
Source:  20 CFR 658.504
Source:  20 CFR 658.503 
Source:  20 CFR 658.501
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Appendix A –
Master List of Personnel and Contacts
•	 State Agencies
•	 Equal Opportunity Contacts
•	 Federal Agencies
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State Agencies
State Complaint Resolution Administrator
Jorge Acero
Bureau of Employment Services
Maine	Department	of	Labor
55 State House Station
Augusta,	ME	04333-0055
207-623-7928
Jorge .A .Acero@Maine .gov
Office of the Commissioner, MDOL 
Disability Coordinator
Office of the Commissioner
Maine	Department	of	Labor





Bureau of Employment Services
Maine	Department	of	Labor






Bureau of Employment Services
Maine	Department	of	Labor
55 State House Station
Augusta,	ME	04333-0055
207-623-7928
Jorge .A .Acero@Maine .gov
Bureau of Unemployment Compensation
47A State House Station
Augusta,	ME	04333-0047
800-593-7600
Bureau of Labor Standards
45 State House Station 
Augusta,	ME	04333-0045
207-623-7900
Bureau of Rehabilitation Services




Department of Health & Human Services




Maine Human Rights Commission
51 State House Station
Augusta,	ME	04333-0051
207-624-6050
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State Equal Opportunity Coordinator
Michaela Loisel
SESC




Michaela .T .Loisel@Maine .gov
















Nichole .S .Jamison@Maine .gov
Penobscot, Piscataquis, and Hancock Counties  
Cindy	Meservey,	HR	Director





Androscoggin, Franklin, and Oxford Counties  
Patricia	Ladd,	Program	Manager





















anita .c .dunham@maine .gov
Cumberland, Sagadahoc, Lincoln, Knox, and 
Waldo Counties  
Chris Harvey
Goodwill Industries of Northern New England
P . O . Box 8600
Portland,	ME	04104
207-774-6323
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Federal Agencies
U.S. Department of Labor 





U.S. Department of Labor  
























Veterans’ Employment and Training Service 
U.S.	Department	of	Labor	
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Appendix B  – Forms
•	 Customer Complaint Resolution Log Sheet
•	 ETA Form 8429
•	 Apparent or Field Check Violation Form











   




















   



























 State Complaint Administrator
 UI/TANF/OSHA
 Wage & Hour, USDOL (H-2A)
 Bureau of Labor Standards
 DBVI/DVR
 EO State Office (discrimination)
 State Monitor Advocate (MSFW)
Other
































































































   
   
   
   
   
   
   
   
   
   
   
   
   
   
   











































































8.  Address  of  Referral  Agency  (No.,  St.,  City,  State,  ZIP  Code  and 
Telephone No.) 
(  )  ­ 
9.  Comments (If additional space is needed, use separate sheet of paper) Provide OSCC Services?  Yes  No If “No”, explain. 
10a.  Name and Title of Person Receiving Complaint  11.  Office Address (No., St., City, State, ZIP Code) 
b.  Phone No. 
(  )  ­ 









APPARENT or FIELD CHECK VIOLATION 
FORM 
Apparent violation is an allegation made by a department employee who observes, has reason to believe, or is in receipt of information regarding a 
suspected violation of employment related laws, or Employment Service (ES) regulations by an employer only involving a migrant seasonal farm 
worker.
Field check violation is the observation, or receipt of information, or otherwise a reason to believe by a department employee that conditions are not as 
stated in the job order, or that an employer is violating an employment related law arising from a field check at an agricultural work site.  
In addition to the employer’s name, address and phone number, to the extent possible, please include addresses and phone numbers of any persons involved in or able to 
corroborate the information alleged in the apparent violation.  
A. Employer:      
B. Employer’s Address and Telephone Number (include e-mail address, if available):
C. Source of Information (customer, outreach, consultant observation, telephone call, field check, etc):  
D. Indicate what happened &/or describe the situation:       
E. Identify and attach all documentation and related materials:
VIOLATION
1. a. Does this employer have a current listing with Maine 
Department of Labor?                                                                   N0   YES 
b. Has this employer had a listing with Maine Department of 
Labor within the last 12 months?                                                   N0   YES 
c. Does the current situation suggest violations of the job listing?   
d. Does the current situation suggest violations of Employment 
Service regulations?                                                                      
e. Does the current situation suggest violations of employment 
related laws?
N0   YES 
N0   YES 
N0   YES 
2. If 1.a.  is NO check the Non ES related box 
If 1.a. or, 1.b. and 1.c.  are BOTH YES, check the ES- Related 
box
NO – Non ES-Related         YES – ES-Related
3. Does the violation involve a Migrant Seasonal Farm Worker 
(MSFW)?                Non-MSFW                             MSFW  
4. Indicate all the issues involved and/or alleged: 
  Wages-    Field Sanitation-   Health/Safety-   Child Labor-  Migrant Seasonal Protection Act-   State FLC license-    Other - :
Date Received: ______________________________
25. Does the complaint involve Temporary Labor Certification, Agricultural (H2A) or other workers? Indicate which:
           H2A Worker            H2A Employer           ________Other  Worker            _______Other Employer  
  If H2A related, please indicate all of the issues involved and/or alleged:   
  Transportation-      Housing-      Wages-     H2A Job Listing Assurances-     Meals-    Working Conditions-    Other-
NOTE: Apparent or field check violations alleging unlawful discrimination are to be forwarded immediately to the State Equal Opportunity Officer (c/o Labor 
Complaint Specialist). 
E. Was the apparent violation or field check violation resolved by the local office?     N0   YES 
Indicate actions taken at local office- include a summary of actions taken, attempts to resolve the violation and comments or 
recommendations that may assist in the investigation and contribute to the agency determination of the apparent violation or field check 
violation:
Referral made to: 
State Wage 
and Hour 
 State Monitor 
Advocate 
  State EO Officer  Federal Wage & Hour  OSHA  Federal ETA 
Anne L. Harriman, Director 
Wage and Hour Division 
Maine Department of Labor 
45 State House Station 
Augusta, Maine 04333 
207-623-7926 
Juan Perez-Febles 
Bureau of Employment Services 
Maine Department of Labor 
55 State House Station 
Augusta, ME 04333-0055 




108 State House Station 




Urgent Note: If Migrant Seasonal 
Farmworkers are involved and the complaint 
involves laws enforced by Federal Wage & 
Hour, such as farm labor contractor, field 
sanitation, housing or transportation laws, 
immediately refer all documentation by fax or
electronic copy with transmittal or e-mail 
cover to the Federal Wage & Hour office in: 
George Rioux  
Manchester Area Office
US Dept. of Labor 
Wage & Hour Division 
1750 Elm Street, Suite 111 




William J. Coffin 
Augusta Area Director 
Occupational Safety & 
Health Administration 
John F. Kennedy Federal 
Building, Room E340 
Boston, MA 02203 
617-565-9860 
George Kincannon  
Regional Monitor Advocate 
JFK Federal Building 
Room E-350 
Boston, MA 02203 
Tel: 617-788-0135 
Fax: 617-788-0125 
Name and Title of Maine Department of Labor  Employee: 
      
Local Office and Phone Number: 
      
Signature Date Signed: 
      
Complaint Information Form   Maine Department of Labor
    Discrimination Complaint 
1. Complainant Information: 
 State your name and address:
Your telephone number(s): 
Home Number: (         )      -
Work Number: (         )      -
2. Respondent Information: 
 Provide name and address of agency involved: 
Telephone Number: (         )      -
3. What is the most convenient time and place for us to contact you about this complaint? 
4. To your best recollection on what date(s) did the discrimination take place? 
 Date of first occurrence: 
 Date of most recent occurrence: 
 
5. Have you ever attempted to resolve this complaint at the local level?  No  Yes
a. Have you been provided with a final decision at the local level regarding your complaint? 
 No  Yes
Date of final decision (if any) 
b. Have 90 days elapsed since you filed or attempted to file this complaint at the local level? 
 No  Yes
Date you filed or attempted to file your complaint at the local level. 
6 . Explain as briefly and clearly as possible what happened and how you were discriminated against. Indicate who was
involved. Be sure to include how other persons were treated differently from you.  Also attach any written material 
pertaining to your case. 
For DOL use only 
CIF Received by CRC: _____Accepted _____ Not Accepted   Case Number _____ 
By: Date:
OMB Control Number 1225-0077  Exp. Date 5/31/2011      DL 1-2014a (Rev’6/87) 
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     Insurance
 Job Corps 
 Apprenticeship
 Older Americans 
 Displaced Worker
 Other: Specify 
 
 
8. Basis of Complaint: Which of the following best describes why you believe you were discriminated against: (Check) 
 Race: Specify 
 Color: Specify 
 Religion: Specify 
 National Origin: Specify 
 Sex: Specify [  ] Male [  ] Female 
 Age: Specify Date of Birth: 
 Disability: Specify 
 Political Affiliation: Specify 
 Citizenship: Specify 
 Reprisal/Retaliation: Specify 
 Other: Specify 
 
 
9. Do you think the discrimination against you involved: (Check one) 
 Your job or seeking employment?
or
 Your use of facilities or someone providing/not providing you with services or benefits? 
 
If so, which of the following are involved? 
 Hiring     Harassment 
 Transition     Access/Accommodation 
 Wages     Union Representation 
 Job Classification    Union Activity  
 Discharge/Termination   Application 
 Promotion     Enrollment 
 Training     Referral 
 Transfer     Exclusion 
 Qualification/Testing    Placement 
 Grievance Procedure   Benefits 
 Layoff/Furlough    Performance Appraisal 
 Recall (From Layoff-Furlough)  Discipline/Reprimand 
 Seniority     Intimidation/Reprisal 
 Other: Specify 
10. Why do you believe these events occurred? 
 3
11. What other Information do you think is relevant to our investigation? 
12. If this complaint is resolved to your satisfaction, what remedies do you seek? 
13. Please list below any persons (witnesses, fellow employees, supervisors, or others) that we may contact for additional 
information to support or clarify your complaint: 
________________________  _______________________________________ ________________ 
 Name      Address     Telephone Number 
14. Do you have an attorney? 
 Yes   No 
If yes, please provide name, address and phone: 
 
 
__________________________ _______________________________________ ________________ 
 Attorney Name    Address      Telephone Number 
 
15. Have you filed a case or complaint with any of the following? 
 Civil Rights Division, U.S. Dept of Justice 
 U.S. Equal Employment Opportunity Commission 
 Federal or State court 
 Your State or local Human Relations/Rights Commission 
 
16. For each item checked in #15 above, please provide the following Information: 
Agency:
Data Filed: 
Case or Docket Number 
Date of Trial or Hearing: 
Location of agency or court 
Name of Investigator: 
Status of Case: 
Comments:
17. Sign (Complaint NOT VALID unless signed) 
_______________________________________ ___________________ 
  Name      Date 
 4
U.S. Department of Labor, Civil Rights Center 
NOTICE ABOUT INVESTIGATORY USES OF PERSONAL INFORMATION 
Two Federal laws govern personal information to Federal agencies, including the Civil Rights Center (CRC), the Privacy Act 
of 1974, (5 U.S.C. 552) and the Freedom of Information Act (5 U.S.C. 552) or “FOIA”. Please read the description of how 
these laws apply to information connected with your complaint.  After reading this notice, please sign and return the consent 
agreement printed on the back of this notice, along with your complaint form. 
 
The PRIVACY ACT protects individuals from misuse of personal information held by the Federal Government.  The law 
applies to records that are kept and can be located by the individual’s name, social security number, or other personal 
identification system.  Anyone who submits information to CRC in connection with a discrimination complaint should know 
the following: 
 
 CRC has been authorized to investigate complaints of discrimination on the basis of race, color, national origin, 
age, and handicap and in some programs on the basis of sex, religion, citizenship, and political affiliation or belief, 
in programs that receive Federal funds through the Department of Labor, CRC is also authorized to conduct 
reviews of federal funded program to assess their compliance with civil rights laws. 
 
 Information that CRC collects is analyzed by authorized personnel with CRC.  This information may include 
personnel or program participant records, and other personal information.  CRC staff may want to reveal some of 
the personal information to individuals outside the office in order to verify facts related to the complaint, or to 
discover new facts which will help CRC determine whether the law has been violated.  Such information could 
include, for example, the physical condition or age of a complainant.  CRC may also have to reveal personal 
information to a person who submits a request for disclosure authorized by the Freedom of Information Act. 
 
 Information submitted to CRC may also be revealed to persons outside of CRC because it is necessary in order to 
complete enforcement proceedings against a program that CRC finds to have violated the law or regulations.  Such 
information could include, for example, the name, income, age, marital status or physical condition of the 
complainant.
 
 Any personal information you provide may be used only for the specific purpose for which it was requested.  CRC 
requests personal information only for the purpose of carrying out authorized activities to enforce, and determine 
compliance with, civil rights laws and regulations.  CRC will not release personal information to any person or 
organization unless the person who submitted the information gives written consent, or unless release is required 
by the Freedom of Information Act. 
 
 No law requires that a complainant reveal personal information CRC, and no action will be taken against a person 
who denies CRC’s request for personal information.  However, if CRC cannot obtain the information needed to fully 
investigate the allegations in the complaint, CRC may close the case. 
 Any person may ask for, and receive, copies of all personal materials CRC keeps in his or her file for investigatory 
use.
 
AS A POLICY, CRC DOES NOT REVEAL NAMES AND OTHER IDENTIFYING INFORMATION ABOUT INDIVIDUALS 
UNLESS IT IS NECESSARY TO COMPLETE INVESTIGATION OR ENFORCEMENT ACTIVITIES AGAINST A 
PROGRAM WHICH HAS VIOLATED THE LAW. CRC never reveals to the program under investigation the identity of the 
person who filed the complaint, unless the complainant first gave CRC written permission to do so. 
The FREEDOM OF INFORMATION ACT (FOIA) gives the public maximum access to Federal government files and records. 
 Persons can request and receive information from many types of records kept by the Federal government-not just materials 
that apply to them personally. The Civil Rights Center must honor most requests for information submitted under FOIA, but 
there are exceptions. 
 CRC is usually not required to release information during an investigation or an enforcement proceeding if that 
release would limit CRC’s ability to do its job effectively; and 
 CRC can refuse to disclose information if release would result in a “clearly unwarranted invasion” of a person’s 
privacy.
PLEASE READ AND SIGN SECTION A OR SECTION B OF THE CONSENT FORM PRINTED ON THE BACK OF THIS 




I have read the Notice about Investigatory Uses of Personal Information, printed on the front of 
this form. I understand the following provisions of the Privacy Act and Freedom of Information 
Act, which apply to personal information I reveal to the Civil Rights Center in connection with my 
complaint:
In the course of investigating my complaint, CRC may have to reveal my identity to staff of the 
program named in my complaint in order to obtain facts and evidence regarding my complaint; 
I do not have to reveal any personal information to CRC, but CRC may close my complaint if I 
refuse to reveal information needed to fully investigate my complaint; 
I may request and receive a copy of any personal information CRC keeps in my complaint file 
for investigatory uses; and 
Under certain conditions, CRC may be required by the Freedom of Information Act to reveal to 
others personal information I have provided in connection with my complaint. 
SECTION A 
[  ] YES, CRC MAY DISCLOSE MY IDENTITY IF NECESSARY TO INVESTIGATE MY 
COMPLAINT.  I have read and understand the notice, and I consent for CRC to disclose my 
identity during investigation of my complaint. 
________________________________ _______________ 
 (Signature)          (Date) 
SECTION B 
[  ] NO, CRC MAY NOT DISCLOSE MY IDENTITY, EVEN IF NECESSARY TO PROCESS MY 
COMPLAINT.  I have read and understand the notice, and I do not consent for CRC to disclose 
my identity during investigation on of my complaint.  I request that CRC process my complaint, 
however, I understand that CRC may cancel my complaint if it cannot fully investigate without 
disclosing my identity.  I also understand CRC may close my complaint if it cannot begin an 
investigation because I have not consented for CRC to reveal my identity. 
________________________________    _______________ 
 (Signature)  (Date) 
Persons are not required to respond to a collection of information unless it displays a currently valid OMB 
control number.  Completing this form is voluntary; however, the requested information must be provided 
in order to file a complaint of discrimination.  The Department of Labor's Civil Rights Center will use the 
information to investigate your complaint of discrimination.  The estimated average response time to 
complete this form is 15 minutes per response.  Send comments regarding this estimate or any other 
aspects of this collection of information to the U.S. Department of Labor, Office of the Assistant Secretary 
for Administration and Management, Civil Rights Center, Room N-4123, Washington, D.C. 20210.  Please 
reference OMB control number 1225-0077.
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Appendix C  – Sample Letters
•	 Request for Complainant’s Signature
•	 Notification	of	Complaint	Referral
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Request for Complainant’s Signature
21 Enterprise Drive, Suite 2







A collaboration of the Maine Department of Labor and employment, education and training providers.
The Maine Department of Labor provides equal opportunity in employment and programs. 






This letter is to advise you that no further action can be taken on the resolution of your complaint unless a signed 
ETS Form 8429 is received from you. Efforts to resolve your complaint at the local office level were unsuccessful.
If you wish to pursue resolution of your complaint, please sign the enclosed ETS Form 8429 and return to me 
within 20 business days. 
As you will note under Part I, Complainant’s Information, lines 1 through 8 are complete. This information was 
entered when you first lodged your complaint at the CareerCenter. 
To continue the resolution process, you must sign, date and return this form to me within 20 business days from 
the date of this letter.
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Notification of Complaint Referral
21 Enterprise Drive, Suite 2







A collaboration of the Maine Department of Labor and employment, education and training providers.
The Maine Department of Labor provides equal opportunity in employment and programs. 






This letter is to confirm that I have received the ETA Form 8429, One Stop Career Center (OSCC) Complaint/
Referral Record filed with this office.
Your complaint has been referred to [State Complaint Resolution Administrator, State EEO Coordinator, Maine 
Wage and Hour Division, Migrant and Seasonal Farm Worker State Monitor Advocate, etc.] for immediate re-
view and action. 
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Appendix D  – Posters
•	 If you have a complaint… .
•	 How to File a Personnel Complaint
•	 Equal Opportunity is the Law
•	 Migrant and Seasonal Agricultural Worker Protection Act
•	 Employee Rights under the H-2A Program






















The Maine Department of Labor provides equal opportunity in employment and programs. Auxiliary aids and services are available to individuals with disabilities upon request.
The Maine Department of Labor provides equal opportunity in employment and programs. 
Auxiliary aids and services are available to individuals with disabilities upon request.
How to File a Personnel Complaint
If you wish to make a complaint about the actions of 
any employee or employees of the Maine Department 
of Labor, please contact: 
Office of the Commissioner
Maine Department of Labor








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































[Sample poster only. Download original at: www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf ]


















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































• • • 
[Sample poster only. Download original at: www.dol.gov/whd/regs/compliance/posters/mspaensp.htm ]
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U.S. Department of Labor          Wage and Hour Division
   For additional information:
WHD 1491 February 2010
1-866-4-USWAGE
(1-866-487-9243)     TTY: 1-877-889-5627
WWW.WAGEHOUR.DOL.GOV



























•	 To	be	provided	state	WORKERS’ COMPENSATION insurance	or	its	equivalent
•	 To	be	provided,	at	no	cost,	all	TOOLS,	supplies,	and	equipment	required	to	perform	the	
assigned	duties

















THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION
The	 Immigration	 and	 Nationality	 Act	 (INA)	 allows	 for	 the	 employment	 of	 temporary	 non-immigrant	 workers	 in	
agriculture	(H-2A	WORKERS)	only	if	the	employment	of	U.S.	workers	would	not	be	adversely	impacted.		To	ensure	
that	U.S.	workers	are	not	adversely	impacted,	H-2A WORKERS and OTHER WORKERS employed on an H-2A work 
contract or by an H-2A employer in the same agricultural work as the H-2A workers	have	the	following	rights:
Workers	who	believe	their	rights	under	the	program	have	been	violated	may	file	confidential	complaints.
[Sample poster only. Download original at: www.dol.gov/whd/posters/pdf/WHD1491Eng_H2A.pdf ]
